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Purpose of Briefing

Provide employees and managers with 
an update on the use of the CHRIS 
Training Workflow process; and

Provide information on how the 
Enterprise Training Services will 
support employees in registering and 
approving training.
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What CHRIS Training Workflow 
Will Do

Route training transactions automatically 
to the correct individuals;

Utilize secure electronic signatures; and

Send e-mail notifications of pending 
actions.
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Advantages of Using CHRIS 
Workflow

Employees and managers can request 
training easily via the web;

Workflow provides the ability to track and 
monitor training transactions; 

The system provides accurate and timely 
information; and

Employees and managers can interact with  
ETS more effectively. 
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CHRIS Training 
Workflow Process

Access the CHRIS Workflow Website;

Set up or update an Employee Training 
Workflow Profile;

Complete a training request;

Approve a request; and

Process a request.
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CHRIS Training Workflow 
Process

Access the CHRIS Workflow 
Website
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Access ESS
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Access CHRIS Workflow 
Through ESS

 

John Smith

Click on CHRIS/PeopleSoft
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Access CHRIS Workflow 
Through ESS
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CHRIS Training Workflow 
Process

Access the CHRIS Workflow Website

Set up or update your Employee Training
Workflow Profile
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Select 
“CHRIS 
Workflow”

Select 
“Training”

Set Up Your Employee 
Training Workflow Profile



12

Set Up Your Employee 
Training Workflow Profile

 

Select “Setup”

Select “Empl Training 
Workflow Profile”
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Set Up Your Employee 
Training Workflow Profile

Smith, John

Click on 
magnifying 
glass for list of 
approvers.

Ensure the correct 
DOE Element is 
selected. 
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Set Up or Update the Employee
Training Workflow Profile

 

Click on the 
individual’s name.

You may limit your search by 
entering the individual’s approver ID 
or last name (or a portion of it).  

Click on “Look Up”

XJ
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Set Up or Update the Employee 
Training Workflow Profile

Click on 
“Save” when 
you have 
completed the 
Profile.

Smith, John

Approver 1

Select your supervisor for Step 1.

Processor East, Training

Select Processing center in Step 
5.

Select your Training Consultant 
in Step 4

Joe Consultant

Select Step 2 approver or Skip.

Select Step 3 approver or Skip.

Select ETS Override.
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CHRIS Training Workflow 
Process

Access the CHRIS Workflow Website

Set up or update your Employee 
Training Workflow Profile

Complete a Training Request
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Complete a 
Training Request

Approver 1

Smith, John

“Training 
Click on 

Requests” to go 
to next menu.

Joe Consultant
Processor East
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Complete a 
Training Request

Approver 1

Smith,John

Select 
“Create/Modify 
Training 
Request”

Processor East, Trng

Joe Consultant
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Complete a 
Training Request

 training history

Click “Create 
Request” to 
request training

Smith, John

Click “View All” or 
use arrows to view 
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Complete a
Training Request

 For external courses, those fields marked 
with a diamond must be completed.

Smith, John XJ
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Complete a
Training Request

 

Check 
box/boxes 
that apply.

Enter 
estimated 
direct and 
indirect 
costs.

For external courses, those fields 
marked with a diamond must be 
completed.

Smith, John
XJ



Complete a
Training Request

22

Jamgochian,Pat
ricia C

 
Select internal courses by 
selecting “DOE Class”.

Smith, John XJ
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How to Access CHRIS Complete a 
Training RequestCourse Catalog

 

Click on the “Refresh” button



Search for internal 
courses by course code, 

description, course status,
course type, etc.

 

Check
appropriate
course

g
Complete a 

Course CataloTraining Request



Search for internal 
courses by course code, 

description, course status,
course type, etc.

 

Scroll to the bottom of the screen and click OK

How to Access CHRIS 
g

Complete a 
Course CataloTraining Request
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Complete a 
Training Request

Select “Approval 
Routing” tab

Your remarks

Your objectives

Check 
box/boxes 
that apply.

Training Reason

Smith, John XJ
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Complete a 
Training Request

Approver 1     

Joe Consultant

Smith,John

Click on the 
magnifying 
glass to select 
another 
approver.Click Save. Processor East, Training
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https://chriswebssl.netl.doe.gov/servlets/iclientservlet/chris/signon.html

employee@HQ.DOE.GOV

Click on the 
link to access 
the website

16184  Smith, John

Fri 06/11/2006 1:12 PM

2006-04-25

Complete a 
Training Request
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CHRIS Training Workflow 
Process

Access the CHRIS Workflow Website

Set up or update your Employee 
Training Workflow Profile

Complete a Training Request

Approve a Training Request 
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Approve a Training Request

 

Click on 
“Worklist”
to view
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Approve a Training Request

 

Click on the 
link

Smith, John

Martinez, Marie

Smith, John
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Approve a Training Request

02/19/02

02/19/02

 Review training 
information

Click on 
“Approval 
Routing” tab

Smith, John XJ
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08/30/2004

Approver 1
Smith, John

Smith, John

Processor East

XJ

Joe Consultant

Route a Training Request
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08/30/2004

Status will change during routing
Approved:   Notifies next approver
Denied: Notifies employee

Recycled:    Routes back to previous approver

Approver 1

Smith, John

Smith, John

XJ

Processor East

Joe Consultant

Route a Training Request



35

Route a Training Request

Moore, Ryan

 

08/30/2004

Approver 1

Smith, John

Smith, John

Click Save.
Processor -East
Joe Consultant
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CHRIS Training Workflow 
Process

Access the CHRIS Workflow Website

Set up or update your Employee 
Training Workflow Profile

Complete a Training Request

Route a Training Request 

Process a Training Request
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Process a Training Request

Training Requests should have pertinent 
information related to the training.

Provide the following information to the 
Albuquerque Operations Center (AOC)
- Fax:  

• Backup documentation; and
• Course information.
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Process a Training Request

Employees are notified by 
email of training enrollment.

employee@hq.doe.gov

2006-04-25

Fri 2/15/2006 9:48 AM
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CHRIS Workflow 
Contacts

Contact your Training Consultant when:
• You have questions on how the Workflow 

process works
• The system is not functioning properly
• You receive an error message when 

inputting data.

Contact the System Security 
Administrator via email at:
CHRISSECURITY@NETL.DOE.GOV for 
any password or security issues.

mailto:CHRISSECURITY@NETL.DOE.GOV
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